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MEMORAWIAE. FOR THE RECORD
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1. Waen & tentevive decislin s beea reachbed to proceed with tha
separution of parsommel vho heve Lex de.lssed surplva to the needs of
thelr carczer service, the Direstw of Pecwcunel will issue & prelini-
nary notice of thet fset o tke pdlv An-ls involved. This notice elso
alerts the individual to the fze twe & determipation wiil be oede
vhether auy other positics 18 wwiilas e vithin ihe Agency to which he
mey b asaigneé. The re: sorsl & Sty Cor waiing such 3 survey 1z thet
of the Mrector of Parsoiswi. 17 tiz Dlrestor of Personnsl is uneble
+0 locate a suiteble pos tiom in =0te otar OAYeer service, be is then
obliged to recamerd Lo “ne ML {Jal Jhe parson be separated from the
Agency. Following the D'i'2 egpmnal of the sepevation, the Ddrseior
of Purgsonnel iesues % secund totiee L0 tae individual, the second ncties
specifying the date wpom whick e s=erstion will oceur.

2. There wili be Oodesicus ubes the hesd of & career service and
the Director of Pergonne . may wish to igwve tae preliminaxy motloce o
pexrscas while tbey ere ®. il rorva.g sbrusd. A tinal notice will rerelr
be lasued to & person in an orersees ayes. Ihe handling of preliminery
notices will be ascasplished w8 faulows:

a. The Diregtor of Hspscpisl 4111 prepare a memorandus
addressed to the intivid al wopcsypa¢. This memo will be
placed in & sesled savelupe wif delivered bo the gresa division
igvolyed for povshing to ths sield.

b. The Direetor of Perwgsel il provide & csarbon of
the notiee to the f-diviiuel for the iaformation of the Chial
of Station or Bese conce ped. 7Thier carbon will likewise be
tranmmitted in & sealed sovelope.

¢. Sinee the pirecior o' rerrounel will require
acknovledgement froc the irdiiduml of recelipt of the
preliminery notise, the infivubal will be requested Lo
transmit such seknovledgemert - the Direetor of Persommnal
by sealed envelope.
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